TRAINEE SOLICITATION LETTER 
[Date]

[Addressee]

Dear Dr. [Trainee]:
I am writing to ask your help in evaluating the professional standing of Dr. _______________, who is a candidate for [appointment as/ reappointment as/ promotion to] [Assistant Professor/ Associate Professor/ Professor] in the Department of _______________ in the ____________ Line. This faculty position [would/ would not] confer tenure. 

It is our normal procedure at Stanford to obtain the views of [former] trainees who have worked with Dr. ________ in the [laboratory/ clinical/ teaching setting/s]. For this reason, we seek your opinion.

Since you have had an opportunity to work with Dr. ____________, your evaluation of [him/her] as a teacher, mentor and role model would be greatly appreciated.

1) How well and in what capacity do you know Dr. _______________?

2) How would you characterize Dr. _______________’s performance as a teacher/mentor?


[If the recipient is a clinical trainee of a candidate who has recently performed clinical duties at Stanford or an affiliated institution, please include EITHER:

(1) The following paragraph (enclosing the CES form itself): 

We have also included a Clinical Excellence Survey form.  If you have received clinical training from the candidate, we would appreciate your completion and return of this form along with your evaluative letter.

OR

(2) The following paragraph referencing an electronic survey:]
In a separate email communication, we will also send you a request to complete a brief online Clinical Excellence Survey. If you have received clinical training from the candidate, we would appreciate your completion of this survey in addition to your evaluative letter.

My colleagues and I value your opinion and appreciate your taking time to respond to this inquiry. It would be most helpful to receive your answer by [date within about two weeks].  It is the policy and practice of Stanford University to treat your response as confidential in the faculty review process.  
Trainee evaluations are very important to the review process. The standard and preferred response to this request is written feedback in the form of a formal letter or email, which is viewed as the most accurate and secure way of conveying your evaluation. Should you have a compelling reason for not wanting to submit a letter or email, however, Stanford University’s policy and practice allows trainees to request a confidential conversation with the department chair or member of the evaluation committee.  As with a letter of evaluation, any conversation would be confidential; furthermore, such conversations would be summarized in aggregate without attributing the comments individually to a specific respondent. If you have a compelling reason to prefer a conversation in lieu of providing a formal letter or email, please contact (insert name of contact, phone number and email address) to arrange a time for us to speak. 
Sincerely,

[if applicable:]
Enclosure:

Clinical Excellence Survey
TRAINEE SOLICITATION LETTER FIRST REMINDER
Dear ________,

I am writing to follow up on my email of _________ (included below) in which I invited you to evaluate the professional standing of ___________________________ who is a candidate for [appointment as/ reappointment as/ promotion to] [Assistant Professor/ Associate Professor/ Professor] in the Department of _______________ in the ____________ Line.
Evaluations from trainees are a highly valued part of the review process, and I hope that you will be able to provide us with your input.   As mentioned in my earlier communication, while the preferred response is via letter or email, if you have a compelling reason to prefer a conversation in lieu of  a written response, you have the option of having a conversation with me or a member of the evaluation committee.  Any response will be treated as confidential in the faculty review process.   

We understand that there are many demands on your time but are hopeful that you will be able to respond by the extended deadline of ____________________.  Many thanks for your consideration of this request.
Sincerely,

TRAINEE SOLICITATION LETTER SECOND REMINDER
(to be used when the minimum number of letters has been reached 

and when the overall response rate has exceeded 50%)

Dear __________________,

I am writing to follow up on my email reminder of _________ regarding the evaluation of __________________________ who is a candidate for [appointment as/ reappointment as/ promotion to] [Assistant Professor/ Associate Professor/ Professor] in the Department of _______________ in the ____________ Line.   Both the reminder and the original request are included below.
We continue to hope that you will be able to provide your evaluation by whichever means is most convenient for you (that is, in writing or through conversation) and that we will hear from you by _____________________.

Sincerely,

TRAINEE SOLICITATION LETTER SECOND REMINDER
(to be used when the minimum number of letters has not been reached or 
when the overall response rate is below 50%)

Dear ___________________,

I am writing to follow up on my email reminder of _________ regarding the evaluation of __________________________ who is a candidate for [appointment as/ reappointment as/ promotion to] [Assistant Professor/ Associate Professor/ Professor] in the Department of _______________ in the ____________ Line.   Both the reminder and the original request are included below.

Although a written response to this request is the preferred option, because trainee letters are so important to the evaluation process, and since there is a minimum number of letters required, the School of Medicine has recently standardized the practice of following up directly by phone with trainees who, for whatever reason, have not responded to previous requests for participation in the evaluation process.  Any phone conversations that take place with trainees will be summarized in aggregate by me, without attributing the comments individually to a specific respondent. 
My office will be contacting you shortly to arrange for a convenient time for us to speak.  The option of providing a letter remains open, so please let me know whether you would prefer to do that.  

Sincerely,

SUGGESTED SCRIPT FOR PHONE CONVERSATION
(available upon request from OAA)
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